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B Section One Warming-up

<> Have you done a part-time job in your spare time? What are you concerned most when you look for

a job?
<> Do you know how to make a good impression in a job interview?

<> Do you know how to prepare for a job interview?

<> Should you tell the interviewer your real weakness in a job interview? What questions could be

asked in a job interview? How to handle them?

B Section Two Useful Patterns and Expressions

> Could you give me some suggestions on my interview?

> I just got some good information on the Internet.

> | major in International Business in a college.

> I have learned some skills of dealing with clients.

» My English capacity makes it easy for me to do general desk work.
5 I have no experience in this field.

> | can communicate with foreigners without difficulty.

» [ suppose my strength is that I am a fast learner.

> I have many hobbies.

> [ believe that this industry will be developing rapidly in ten years.
> I would like to require a monthly starting salary of RMB 3,500.

> [ prefer to learn more from a new position even with less salary.

Situation 1 Job Hunting
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> Could you tell me something about your welfare system?
» What are the chances for advancement or increase in responsibilities?

> Thank you for giving me this chance.

B Section Three Dialogues for Reference

Dialogue 1
In the following conversation, Johnson, a new graduate, applies for the position of sales repre-
sentative in the export department of Beijing Klik Toys Co., Ltd.. Andrew, the general manager of the

company, decides to give him a chance of interview after reading his resume.

Johnson = J; Andrew = A

A: Can you tell me something about your educational background?

J: My major is International Business English. I studied hard at college.

A ; Did you take any part-time jobs during your college life?

J: I worked in Microsoft during last summer holiday. I really learnt a lot about how a company is
operated and how the teamwork is needed to get things done.

A; What would you like to do in 5 years?

J: 1 would like to join your company, advance my career and help in the development of the company.

A: What are you most interested in this job?

J: I have done some research on companies in the field in which I would like to work. I found there are
quite a few, but only your company stresses the commitment to your employees as well as
customers. I like that. Besides, when I asked around I heard only good things about your company.

A: Would you prefer to work alone or as part of a team?

J: I like working in teams because I feel it is the best way to selve business problems.

A: OK. Have you got any question?

J: Yes. Is this a new position or will I be replacing someone?

A: It’s a new position as our company is growing very fast. OK. If everything is clear, please sign

your name here and you can start work in five days.

Dialogue 2

In the following conversation, Andrew is giving an interview to Scott, another applicant for the job.

Andrew = A; Scott = S

A: What is your major?

S: My major is Business Administration. [ am very interested in marketing.

A: Your resume says you had one-year experience working in a factory in Shanghai. May I ask why

you left?

2 BEIIEAIE




S: I left there two years ago because the work they gave me was rather dull. I found another job that is

more interesting.

A . What have you learned from the jobs you have had?

S. I have learned a lot about business know-how, basic office skills and how to cooperate with others.

A . What’s you major weak point?

S: 1 have no experience in international business.

A Does your present employer know you are looking for another job?

S: No, I haven’t discussed my career plans with my present employer, but I am sure he will under-
stand.

A: How soon can you begin working for us?

S: In three weeks. ,

A: We will let you know by the end of the month. Thank you for coming along.

S: It’s been a pleasure meeting you. Bye.

Vocabulary

conversation [ konva'seifon] n. RiE, &3

apply for Hi{F

position [ pa'zifon] n. i &, BfL, 3%

representative [ repri'zentativ] n. {3, RILA

resume [ rezju'mei, ri'zjuim] n. @07, B o B IR, HHRE
major [ 'meidza] n. 8, BEAN od. EE, BEZH
operate [ 'oporeit, 'opareit] v. #fE, B, 2%

commitment [ ka'mitmant] n. K, {RIUE, 5%

solve [solv] v. fRR, MR

replace [ri'pleis] vz. HUAY, Bt ‘

sign one’s name % 4%

applicant [ 'mplikont, 'mplokont] n. HiF A

administration [ ad;mini'streifon, admina'streifon] n. EH, fTE
experience | iks'piarians, ik'spirions] n. &7, &8

dull [dal] adj. TCHEH, REEH

basic [ 'beisik ] adj. FAR), FHEREH

cooperate [ kou'opareit, kau'spareit] vi. &1, BA

present [ 'preznt, pri'zent] adj. HJEH), HATH n WE LY
career plan [ £ ] & GBI, FHIH

come along 33 3k

pleasure [ 'pleza] n. |34, HRF

Situation 1 Job Hunting 3 g::



B Section Four Tasks

Task 1 Making Conversations
1. Suppose you are a would-be graduate awaiting an on-coming job interview and your partner is a
career advisor working in the ABC University Careers Development Center. You are seeking some
advice from the career advisor.
B ELL T, EESFEXZSMER, MARKEREE ABC K2 EEH.OHEHA
AL REFEHITE .
2. As a career advisor, you need to know about the graduate student before any assistance could be

provided. Here are some of the things you are going to talk about:

EHMARELHBYUZE, FETHRELVENER. HHRLUTHEHTRR:

— your major — the subjects you have studied
— your interests — your performance at college
— your comprehensive abilities — your strengths of character
— your weaknesses of character — your job experience

— your special accomplishment ( any prize, etc. )
3. As the advisor, you need to design the questions; as the student, you need to work out how to

answer the questions.

TERE WA G AR BB R 1 2 A, VR T B 5% B dn ] [m] 25 5 26 ) 3

Task 2 Inquiry of Position Details
You are an interviewee who applies for a position of sales-person in ABC company. Ask the interviewer
about the working hours, salary, holidays and its welfare system, etc.

YRe 78 ABC A F 8 H R IRAL, BI7E EE AT m ik 1 sl B i R AR A ), T B R A
A L o

Task3 Tough Questions and Smart Answers

Are you prepared for tough questions in a job interview? How to handle each situation and turn it to
your advantage? Be well prepared with thoughtful answers to some challenging interview questions!
You’re bound to make a good impression. Decide with your deskmate which is the most difficult one
and compare the result with other groups. Work with the teacher and find out the smart or reasonable
answers to the questions.

P o B 5 IO X SRR o — S e 2, [ 0 A () R T M7 ] A B A 3 A5 8 [m) R 6 1 B0 R
RAEFIE? X —ERARSUENRBEREEBERIOES! IFEFRTUAABTHFHR.
5 R E 8T 2 AR R, R JE FHAM /NS RETHR ., BEMAE—EITE, &R
HH X 4 [ ) B B B B A [
> Tell me about yourself.

it BERIEOE



» What are your weaknesses?

» What has been your most valuable experience?

» When did you last lose your temper? Describe what happened.
» Which is more important to you, status or money?

» What kind of person would you say you are?

» What makes you think you’d enjoy working for us?

» Would you be willing to take a salary cut?

» What would you do in five years from now?

» What is the most challenging experience you have ever had?

3 What has been your greatest achievement?

Task4 Job Interview
1. Preparation
® The class is divided into two groups: about ten of them are recruiters, and the rest are job appli-
cants.
KPR RS0 AL 2 41 .10 AfERIRIEE  HARERRRE
® The recruiters are asked to write out the recruitment plan and job advertisements ( taking the form of
posts) , and select appropriate questions for the interview.

HEERS AT AEET S (UERER) I EEE e m iR,

® All the rest are asked to design a resume individually.
HAFFMAL AT &R,
2. Simulated Practice
® The recruiters come in the recruitment place first, paste the posts and get other things ready.
WA R it Wi, U K&
® The applicants come in and queue up (a queue with least people may be the best choice).
RS A RS, HEF B (FT LA B i e B A BB BN HEFE S T ) o
® Each company interviews at least 7 applicants, and keeps a record (using key words) for future as-
sessment and fill in the assessment form. At last, each recruits 3 to 4 people and writes down the
name list of the people it is going to employ.
BAOARELER T A, e mEmiic & (EX2F) , FEHFFMNER. BESNAFRM3
4N GHFRAAE,

Situation 1 Job Hunting




ASSESSMENT FORM

Name :

Appearance : Excellent Good Fair Bad
Confidence : Excellent Good Fair Bad
Manner: Excellent Good Fair Bad
Language : Excellent Good Fair Bad
Response to the Questions: Excellent Good Fair Bad
General Impression: Excellent Good Fair Bad

The applicant is suitable for the position and should be engaged as the following:

Position :

Salary ;

Other information ;

B Section Five Links

Tips on How to Improve Your Oral English
We learn spoken English so as to make oral communications, therefore the importance order of -oral
English learning should be as follows: fluency, accuracy and appropriateness. Try to find some
partners practicing oral English together. English corner is a good place where we may exchange
English learning experience, widen our sight and improve the interest in English.

RMNFIXEOENBRRN T EMNA#TZR, UK ENEPFHINERNERRF
RLA WA EF AN Y, FRKE—RETOE. BEARNAENM T, ERERNAEAT
LR OiE B AR EF 2T LK, T RIE , BB IEZE T NE
If it’s not easy to get English partners or there is little chance to attend an English corner, then we have
to create an English environment by speaking English to ourselves. For example, you can talk to
yourself about what you have seen or what you have done. Every morning, you can think of your plan
for the day in English. Every night before you go to bed, you can make an oral summary of your daily
activities. You can talk to yourself about your experiences and feelings, what you've got and lost, say,
“When I went to the library this morning, there were few people there. I sat on a chair beside the win-
dow...” In a word, it’s useless complaining that you don’t have an environment. If you have made up
your mind, you can always find a way to improve your oral English.

MREABUK RS IZEE AR IR RATE A FUE T X B O 335 K Bl & 2K iE
W, Bl maTLAxt B SR RAT . BRE E—RK, R ARG AKX,

Bt A% EIEOE



BRH LEEZAFEATRAREALKSS —FT - REMIHFER. HRATMRACRREFHE
B REERZ RBRATHARETHAE KNS XBERETEHBE, BEEILNA. &
EHPHLT FR--"BZ ABRAXBFELINFEREFTEN, MRKC LT ERL
FHOIE, R ERER B A IIE DR .
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B Section One Warming-up

<> What subjects do people usually talk about in the early stage of getting to know someone?

<> Do you know how to provide effective telephone service?

<> What do you think of the first and most important thing you should do when you miss an appoint-
ment?

<> What preparatory work should be made before entertaining clients?

B Section Two Useful Patterns and Expressions

» Fancy meeting you here.

» The working hours are from 9:00 to 12:00 in the morning and from 2:00 to 5:00 in the afternoon.
Be sure to be punctual.

» What is essential work for a salesman?

> I think the first essential thing is the appearance. You should always keep clean and tidy, pay
attention to your hair, clothes, shoes and nails.

> My job involves visiting customers, leaving samples, and supporting after-sales department.

> I'd like to make an appointment with Mr. Anderson. would 3 o’clock in the afternoon be all right?

> Would 9 o’clock tomorrow be convenient for you?

> Maybe we can make another arrangement.

» I checked my calendar just now and found I already had an appointment that afternoon.

» Now that everyone is here, let’s get down to business.

BHEREDE




> Shall we move on to the next item on the agenda?

> I've just got a fax from my head office about the agency agreement. Would it be possible for us to

meet scmetime this afternoon?

» I'm afraid I'll cancel my appointment.

W Section Three Dialogues for Reference

Dialogue 1

A few days later , Beijing Klik Toys Co. , Ltd. informed Johnson that he got the job, but he would

work as a sales assistant for half a year or longer. In the following conversation, Johnson starts his work

in the company for the first day. He greets his colleagues in the same department.

Johnson = J; Sarah = S; Ian= 1

I:
S:
J:

e T L I == ]
.. . .

Excuse me? Is this Sales Division?
Yes, it is.
Good, 'm in the right place. I'm reporting for work today. My name’s Johnson. Glad to

meet you.

: Glad to meet you,too, Johnson. My name’s Sarah, director of Sales Division. Welcome to our de-

partment. We have lots of work to do here, but take it easy. You’ll learn it all in a couple of

weeks.

: Thank you. I hope so.
: Oh,I think we should meet some of the staff you’ll be working with. This is Ian, one of our best

sales representatives. (To Ian) lan, this is Johnson, the new sales assistant. He will work as a

sales assistant in our department. Could you please help him get familiar with the work here?

: My pleasure. ( To Johnson) Nice to meet you, Johnson.

: Nice to meet you, too, Ian. How long have you been working here, Ian?

I've been working in this company for more than 6 years.

: Oh, that’s pretty long.

Johnson, this is your desk, just near the window. If you have any question, please do not hesitate to

ask me.

: It looks good. By the way, what shall I do as a sales assistant?

: You have to answer letters, take messages, and arrange appointments and other routine work in the

beginning.

: OK.

: You are also responsible for looking for new customers and supporting our company’s customer

service department.

: Do I need to visit customers and leave product samples?

: Yes. It’s one of your responsibilities. Your job also involves keeping all the files in order,

Situation 2 Office Work 9 :"



including invoices, receipts and business documents.
: | see.
: You have to spend much time on correspondence.
: It’s really not an easy job. I'm a little bit worried.
Don’t worry. You’'ll get familiar with them in a couple of days.
: What are the working hours?

— ey et g el Gy

: The working hours are from 9:00 to 12:00 in the morning and from 1:30 to 5:30 in the afternoon.
Be sure to be punctual.
J: OK. What else should I pay attention to?
I: I think, the first essential thing is the appearance. You should always keep clean and tidy, pay at-
tention to your hair, clothes, shoes and nails.
J: I see. Thank you for spending so much time with me and you've been really helpful.

1. My pleasure.

Dialogue 2 ?

In the following conversation, Johnson is receiving one of the potential clients, Mr. Brown.

J = Johnson;B = Mr. Brown
J: Good morning. How can I help you?
B: Yes. I am John Brown from ABC Company. Here is my card. I was wondering if I could speak to

anyone about establishing business relationship with your company.

S

: Do you have any appointment with any of our sales representatives?

B: No. Could you find someone related to talk with me?

i

: Oh, it is no problem. I can see if anyone is available now to meet you. Could you please wait just a
moment?

: Fine.
Would you like to take a seat?

. Thanks.
Can I get you something to drink? Coffee, tea or cold drink?

: Yes, that would be very nice. Could I have a cup of coffee, please?
Yes, sure. How do you take it?

. White with one sugar.
Here'’s your coffee, Mr. Brown.

: Thank you.

( A few minutes later)

Lo e I - o = 2w~ ~ e N =~/

J: I'm afraid all the sales representatives are engaged at the moment. Would you like to make another
appointment for some other time?

B: That’s very kind of you. When would he be available?

10 BEEEDE



